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About PCard / Integrated Services Supply Program (ISSP) Set-Up: 

PCard/ISSP transactions are specific to each Cardholder (PCard) and District (ISSP Location) and are 

approved by their Managers and Back-Ups. Each Cardholder and ISSP location is setup as individual 

PCards and the transactions are managed using the Procurement Card pages in Cardinal.         

 

PCARD Set-Up      Pages   1- 5 

ISSP Set-Up       Pages   5 - 9  

 

PCARD Set-UP 

To add a PCard holder, the employee’s name must be present in Cardinal.    

1 The Agency PCard Administrator(s) enters the Cardholder data into the PCard Issuer system.  

(i. e. Bank Of America “WORKS”) 

2 Navigate to Purchasing > Procurement Cards >Definitions > Cardholder Profile 

 

 

3 Narrow your search for a particular District using the Employee ID field or any other search criteria. 

4 Click the Search button. 
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5 Click on the Card Data tab.  

 

 

6 Enter PCard information (example shown).  

7 Click Additional Information tab.  

 

 

8 Click Default Distrib hyperlink.  
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9 Enter GL Unit and Account (at a minimum). 

10 Click OK.   

 

  

 

11 Click Proxies hyperlink.     
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12 Click the “+” sign to add a new line or the “–“ sign to delete a line. 

13 Look Up/Insert specified name and select the Role. 

14 Enter Proxies as applicable.     

 

Note: The PCard Proxy standard for each PCard is:  

 The “Agency PCard User” is for all Reconcilers (there must be at least one). 

 The “Supervisor” is for all Approvers (there must be at least one). 

   The “PCard Administrator” designation is required for: 

o District Program Administrator  

o LISA.CLINE (ASD) 

o DEBBIE BAYLES (ASD) 

 The “PPS PR Configurator” designation is required for the following: 

 PPS_TIM.SARTINI 

 PPS_MIKE.HALL 

15 Click OK.     
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16 Click Save.     

 

ISSP Set-UP 

To Add or Delete ISSP Reconcilers and Approvers:  

17 Navigate to Purchasing > Procurement Cards >Definitions > Cardholder Profile 

18 Narrow your search for a particular district using the Employee ID field or any other search criteria 

 

 

19 Select the specific ISSP District to make changes.  

20 In this example, the first listed District is selected. 
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21 Click on the Card Data tab.  

 

 

Note: There are 5 different types of ISSP accounts. They are:  

o L= Other Agency 

o V=  Non-Equipment  

o R= Rental 

o N= Non-Rental 

o O= Non-Equipment 

22 Click on the Additional Information tab 

 

 



 Procurement Job Aid 

  PCard/ISSP Set-Up 

Page 7 of 9  Last Updated 3/21/2014 

 

 

 

23 Click on the Default Distrib hyperlink to enter a chart of accounts for each account ending in  

L, N, R, and O. There is no need to enter a default chart of accounts for V.  

24 Click on the Proxies hyperlink for each account.  

Note: The following will need to be done for EACH of the cards that you would like to update.   
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25 Click the “+” sign to add a new line or the “–“ sign to delete a line. 

26 Look Up/Insert specified name and select the Role. 

27 Click OK. 

 

Note: The ISSP Proxy standard for each location (card) is:  

 The “PCard Administrator” designation is required for the following: 

 DAVID.MORGAN 

 GLENN.UNDERWOOD 

 ROBERT.BARNS 

 WANDA.MCALLISTER 

 The “PPS PR Configurator” designation is required for the following: 

 PPS_TIM.SARTINI. 

 PPS_MIKE.HALL 

 The “Agency PCard User” is for all Reconcilers (there must be at least one). 

 The “Supervisor” is for all Approvers (there must be at least one). 
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28 Click Save. 

 

 

 

 

 


